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TIHE, TUAVE AND PAY RIEGUIATIONS

1. TIME A ATTENDANCE REPORTS .

\

a. It is reaquired that Time and Attendaicc Reports for qgéh civilian em-

“loyee be madntained by sach branch, division, o
. J i
2. 1130, There must be entered on Stendard Form 11,
] R P
voy ghatus, and the anmual~leoave ,i

for each 1l day pay neriod. Thes

Uni. L, Piscal %ncbmn not later the Ao_;nday following: the %

LlL“—‘ Gl oac}}; day pay .period,

e

J

,,/' 0. For‘m 7L, Annllcata.on Lgr ured and transmitted with

! ~ &

! &

/ 1ime and At bend‘mce R(.porl, access of 12 days or vl}en

’ /.,-’é ) ' i

e tha ldave ex'usends ‘Trom néxt. W"lcn sick leavél
\\ ; s

{

Cr"“?’“'d pe Qd‘:in et

' ate of a pnycucmfor prac-

l

titione’r wild be i ck leave a Vlul.'t to a ‘h_}'olClu.n,

¥5t, etc., the visit and the ném'e and 'ddress of the

z_!en‘t‘:i‘_s‘b; ocu
doctor shonld be furaist 1 71 or 1;}/& statement to be

in t‘13 Pd}* Rell Um t. Fiscal 3action,

attached to Form 1130, The lecve ol

)r

will post to the Time and ALuL.IlQ'lIl(‘G Rovo:t the Ca'mual and sick le:Lve accuml~

o

lated by cach erployee in accordance mth "Re'rul'vbj.ons Relating to Annual and

Sizk Leave of Government mnp].oyees (as amenced June 28, 1946, effcstive July 1,

19165 11 F. R. 7257)",

a. A1l work in excess of LO hours performed during one week will be con-
siglored overtime, if authorized in advance by a resnonsible official of the
branei in which performed. Overtime for employecs in grades wp to and in-
cluding the base pay of P-2 or CAF-7 will Le compensated at time and a half

provided such overtime is approved in advance by the Gnief, Budget Section,

Finance Division. For employecs in grades. above the base pay of P-2 or CAF-7,
compensatory time ofif may be allowed in accordance with the provisions of

rublic Law 106-79th Congress.
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2. OUWERITNVE -~ Conttd

b, Requests for the approval of overtins in grades P-2 or CLF~7 and below
w311 be submilttod to-the Chief, Budset Seetion, Minance Division, in detail
and in triplicate on Form 32-3, bearing the signature of the Chief of Admini-
gtrative 0fficer of the branch or division initiating the request. Upon re-
ceipt of Form 32-3, the Chief, Budgetb Section will, if appropriate, cnter his
aroroval, snd return the dupl icate and triplicate copies to the 111L1at1ng

ficer. Wo requests should be submitted to the Budget Section for overtime
L5 o merformed by employees in grades above P~2 or CAF-T.

c. Approved overtime worked by employees in Grades P-2, C.F-T and bclow
will be recorded on Standﬁx'd Form 1120, Time and Attendance Report, covering
the noy period in which performed and the duplirate copy of Form 32-3 boaring
the mproval of tho Chicf, Budget Scction, will be attached thereto for trans—
mittel to the Pay Roll Unit, Fiscal Section. The triplicate copy of Form 32-3
may be retained by the initiating office.

3. NIGHT DIFFERTITIAL

Yhonever an omnlovec performs a tour of dut between the hours of 6:00 p.m.
DLO% ¢ P
and 6:00 a.m., an addition of 10} of his basa pay will be allowed. The Time

and Attondance Roport, Standard Form 1130, mus t indicate the employca's tour

£ duty whenever & night differential is claimed.

Lo HCL'DAL PAY

v e men et ——. b

Work performed on holidays will be conmpensated for at double time. How-

ever, in view of budget limitations, prior approval must be secured from the

', Budget Section on Form 32--3, before any amployce is requested to render

eervices on a holiday.

5, DISTRIBUTION OF SALARY CHECKS

| a, Salary chocks will be distributod by the Poy Roll Unit, Fiscel Section,
50 the payrent and leave clerks of the branch, division, or-office in which
{he individual is employed. 4 list containihg the namcs of the cmployces and
having spaces designated for ;igna_.tures will at:éompcmy cach group of checks.

The signed lists evidendinga}}-coiut of . the checks. by the. or,gonmo.; muw_b;; DO e oo

g Y et

turncd to the Pay Ratl Unit smmediately upon delivery of the checks. Undelivered
cherks accompam.’cd by a mermorondum stating the reason for non-delivery must be
rctarm a’r the same tlnc. In those instances wherc an employee is absent

*I‘mn Worh but it is- known that he w:Lll roturn within 5 days, the nayment and

1c-;-z’.w mlgrl my rutaﬂn the list of unfk l.L\fGI'Od checks for thc 5 day peri. od.

-2 - .
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| ’
' 5, DISIRIBUTION OF S.L.RY CHECKS -- Cont'd

be Ixtreme care must be exercised by payment and leave clerks to insure
that checks do not become lost or migplaced and that security regulations arc
not violated.

a, Dmployecs who are terminated will be paid in accordance with the "Lump

S Fayment Act.”  The amount.of final payment will be caleuwlated on the basis

o

.

28 dnformation regarding the last working day and the acerucd annual leave as
sacwn on the personnel action terminating ths cmployee's scrvices.

be Mo emoloyue ’bmnsfcr‘ring out ¢f, or being terminated from this agency
shall be given final clearance and/or final salary payment until all monies
or propsrty that may have been assigned to him have beon returned or properly
accounted for. The finzl clearance form, obtainable in the Personncl Division,
must be initiated by the employing office, clearcd with the applicable branches
in advance, such as Personncl, Sccurity,. Property Control‘ Section, Special
Funds Division, and Fiscal Scctions, and be on file in the Pay Roll Unit, _

: : F4scal Scction, before final payment 1s made.

25X1A
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CENTRAL INTRLLIGENCE CROI

C. I. G, ADIINISTRATIVE ORDER

TTE, LIAVE AND PAY REGUIATIONS

25X1A

1. TIME AMD ATTENDANCE REPORIS

a, It is roquired that Time and Lttendance Reports for cach civilian em-
Loyee be maintained by sach branch, division, o7 saction, on Standard Form
2. 1130. There must be entered on Standard Form 1130 the number of hours in
poy o slatus, and the anmual leave, sici leave, or leave vitliout pay chargsable
for each 1_’1 day pay period, | These reports must be forvarded to thz Pay Roll
Unit, Fiscal Scction net later than :30 p.m. on the Monday: foilowing the

closz of each 1l doy pay veriod.

b, Form 71, Application for Leave, nlusf be secured -and transmitted with
Time auni Attendunce Reports for all annual leave in access of 12 days or when
the lzave extends from one revorting period to the next. When sick leave
covers a period in excess of three days, a certificate of a physician or prac-
‘tit-ioner will be furnished. When siclt leave covers a visi®t to a vhysician,
dentist, oculist, etc.,. the time of the visit and the name and address of the
doctor should be furnished by the emploree on Form 71 or in a statement to be
attached to Form 1130. The leave clerk in the Pay Roll Unit, Fiscal 32ction,
will post to the Time and Attencance Rencrts the annual and sick leave accumi~

lated by cach erployee in accordance with "Regulations Relating to Annual and

19465 11 F. R. 7257)",
2. OVEWMTME

a. ALl work in excess of L0 hours performed during one week will be con-
sidercd overtime, if authorized in advance by a resnonsible official of the
branch in which performed., Overtime for employecs in grodes up to and in-
cludirig the base pay of P-2 or CAF-7 will be compensated at time and a half

provided such overtime is approved in advaonce by the Chief, Budget Section,

finance Division. For employees in grades above the base pay of P-2 or CAF-T,
compensatory time off may be allowed in accordance with the provisions of

Fublic Law 106-79th Congress.

TR Ad

ea sgoav e

E 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL RENAIN IN FORCE UNTIL CAMN-
CELL#D OR SUPERSEDED :
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2. OVERLUE -- Cont'd

bs Requests for the approval of overtime in grades P-2 or CAF=7 and below
will be submitted to the Chief, DBudset Section, IMnance Division, in detail
and in triplicate on Form 32-3, buaring the signature of the Chiel or Admini-
strative Oificer of the branch or division initiating the roquest. Upon re-
ceipt of TForm 32-3, the Chief, Budget Section will, if appropriate, cnter his
sroroval, and return the duplicate and triplicate copies to the initiating

Ificer, No requests should be submitted to the Budget Section for overtime
Lo tae nerformed by enployees in prades above P-2 or CAF-7.

C. Approved overtime worked by cmployeves in Grades P-2, C.F-7 and below
will be recorded on Standard Form 1130, Time and Attendance Report, covering
the vay period in which performed and the duplicate copy of Form 32-3 bearing
the amproval of the Chicf, Budgel Scction, will he atbached thercto for trans-
nittel to the Pay Roll Unit, Fiscal Section, The trinlicate copy of Form 32-3
may be rctained by the initiating office.

3. NIGUT DIFEDTITIAL

Whenever an emnloyee performs a tour of duty between the hours of 6:00 p.m,
~rnd 6:00 a.m., an addition of 10% of his base nay will be allowed. The Time
and Attendrnce Report, Standard Form 1130, must indicate the employse's tour
of duty whenever a night differential is claimcd.
he HOLIDAY PAY

Woriz performed on holidays will be couwpensated for at doublc time. How-
ever, in view of budget limitations, prior approval must be sccured from the
Chior, Budget Scction on Form 32-3, before any employce is requestod to render
services on a holiday.

5. DISTRIBUTION OF SALLRY CIFiCKS

a, Salary checks will be distributed by the Pay Roll Unit, Fiscal Scction,

5o the payment and leave clerks of the branch, division, or office in which
.

the individual is employed. 4 list containihg the namcs of the cmployces and
having spaces designated for signatures will accompany ecach group of checks.,

Tho signcﬁ lists cvidencing rucbipt of the checks by the employcos‘ must be. reo-
tm_'ncdto the Pay Roll Unit immediately upon delivery of the checks. . Undeliverec
chenks accompanizd by a memorandum stating the reason for non-delivery must. be
returnsd at the same time. In those instances where an employee is absent

from work but it is known that he will return within 5 days, the payment and

leave clerk may retain the list of undeliverced checks for the 5 day period.

,—2—
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5, DISTRIBUTION OF S.IL.RY CliCKS -- Cont'd

be Extreme carc must be erercised by payment and leave clerks to insure

|
!
]
|
5
i
i
{
|

that clhiecks do not become lost or risplaced and that séeurity requlations arc
not violated,
6, TERTNAT, Piy

2> Employces who are terminated will bo paid in accordance with the "Lanp
Sun Poyment Act. " The amount of Tinal pazment will be ecalculated on +the basis

Al information reparding the last worleing day and the accrucd annual leave as

8201 o the personnel action terminating the employce 's scrvicos,

b lo cmployoe transforring out of, or being terminatcd from this agency
shall be given final clearance and/or £inal salary payment until all nmonios
or property that wmay have bcenvassigncd to him have been returned or properly
acceunted for,  The final cloarance form, bbtainablo in the Pcrsonnel Division,
must be initiated by the ermploying office, cleared with the applicable branches
in advance, such as Personncl, Sccurity, Property Control Section, Special
Funds Division, and Fiscal Suetions, and be on file in the Pay Roll Unit,

Fisenl Scetion, before final payment is made.

.

25X1A

olonel, CAiC
Ixecutive for Porsonnel
and “dministration

§
3
)t
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TOP SECRET SECRET CONTIDENTIAL RESTRICTED UNCLASSIFIED
(Sender will cirele clagssification Top and Bottom)

CENTRAL INTELLIGENCE GROUP

PERSONNEL AND ADMINISTRATIVE BRANCH
INTER~OFFICE ROUTING SLIP

FROM TO | INITIALS | DATE

EXECUTIVE FOR PERSONNEL AND ADMINISTRATION

DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION | x

CHIEF, FINANCE DIVISION

CHIEF, SERVICES DIVISION

CHIEF, SECURITY DIVISION

CHIEF, PROJECTS SUPPORT DIVISION

CHIEF, COMMUNICATIONS DIVISION

CENTRAL RECORDS

__ APPROVAL ___ INFORMATION __ DIRECT REPLY
____ ACTION —___ RETRN ‘ | COMMENT
_ RECOMMENDATION PREPARATION OF REPLY FILE

. SIGNATURE CONCURRENCE DISPATCH

REMARKS:  The Personnel Division approves of the attached proposed
' Admin,., Order on Time, Leave, and R i

STATINTL
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e

“TOF T. SECRET *° CON¢IDENTIAL -  RESTRICTED UNCLASSIFIED
” (Sender will circle classification Top and Bottom)
GENTRAL INTELLIGENCE GROUP
PERSONNEL, AND ADMINISTRATIVE BRANCH
, INTER-OFFICE ROUTING SLIP
FROM TO | INITIALS | DATE
EXECUTIVE FOR PERSONNEL AND ADMINISTRATION
X| DWPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 11/7/46
CHIEF, PERSONNEL DIVISION MOV 71946 | x
CHIEF, FINANGE DIVISTON
L CHIFF, SERVICES DIVISION
CHIEF, SECURITY DIVISION
___ CHIEF, PROJECTS SUPPORT DIVISION
CHIEF, COMMUNICATIONS ['IVISION
GENTRAL REGORDS
__ APITOVAL ___THFORMATION DIRECT REPLY
_ ACTION —__ RETRN COMMENT
_ RECGMVENDATION PREPARATION OF REPLY FILE
b____ﬂ_SIGNATUHE CONCURRENCE = ' DISPATCH

RENMARKS: ~ Please review the attached proposed Admin. Order on Time, Leave,
and Pay Regulations and return as soon as possible, together with

your comments end suggestionse

TOP SECRET

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050032-4

of Mr. Saundert's Office,.

SECRET (.‘ONFIDENTIAL RESTRICTED

The order wns prepared by

UNCLASSIFITD

STATINTL

STATINTL

g
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3 e
"TO - T SECRET ' CONFIDENTIAL RESTRIP/’IED UNCLASSIFIED
o (Sender will circle classifica;j:o‘ sH—fop and Bottom)
CENTRAL INTELLIGENCE GROUP
PERSONNEL AND ADMINISTRATIVE BRANCH
INTER-OFFICE ROUTING SLIP
FROM TO { INITIALS | DATE

EXECUTIVE FOR PERSONNEL AND ADMINISTRATION

#¥| DUPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION |y i Ry o
) \
CHIEF, PERSONNEL DIVISION
X CHIEF, FINANCE DIVISION 0

CHIEF, SERVICES DIVISION

CHIEF, SECURITY DIVISION

CHIEF, PROJECTS SUPPORT DIVISION

CHIEF, COMMUNICATIONS 'IVISION

GCENTRAL RECORDS

_ . APFROVAL —__INFORMATION DIRECT REPLY

. ACTION RETURN COMMENT
RECOMI\'.’ENDA'['IOI\I' . | PREPARATION OF REPLY FILE

o SIGNATURE CONCURRENCE DISPATCH

REMARKS:  The attached proposed Admin. Order on Time, Leave, and Pay
Regulations is being returned per our telephone conversations

Attached hereto is original and one copy of a proposed Adm. Order U
~'on Time, Leave and Pay Regulations. This instruction has been revisged
so that it is applicable only to vouchered believe

it is now in proper form for issusnce..

udward R. Saunders
Chief,—Finance Division
RESTRICTED

TOP SECRET SECRET CONFIDENTIAL UNCLASSIFIL
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" RESTRICTED . />‘/ ¢4

B e e

13 ’ﬂk)ﬁm}x'ﬁq 19 “L_é_
’ CENTRAL INTELLIGENCE GHOUP

CIG ADMINISTRATIVE oqur_

TINE, IEAVE, AND PAY PEGULAT TONS

1. TIE AND ATTEADAKCE KEPORTS

. It is required that Time and fittendance leports .,i_"or”each civilian
- ";S‘:.- R

employee be paintained by each branch, division, or i e wneredf, on
Standard I'orm No. 1130, There must be entered on Standard Form 1130
the number of hours in pay status, and the annual leave, sick leave, or
leave without pay chargeable for each 1, day pay period. These reports
must be forwarded to the Pay Roll Unit, Fiscal Section not later than
Li:30 p.m. on the donday following the close of each 1 day pay period.

b. Form 71, Application for Leave, must be secured and transmitted

with Time and Attendance keports for all annual leave in excess of 12 days

or when the leave extends [rom one reporting period to the next, Ihen
sick leave covers a period in excess of three days, a certificate of a
physicien or practitioner will be furnished., ‘“hen sick leave covers a
visit to a physiciusn, dentist, oculist, etc., the +ime of the visit and
the name an< address of the doctor should be Furnished by the employee
on Form 71 or in a statement to be attuched to Form 1130. The leave
clerk in the Pay Roll Unit, liscal Section, will post to the Time and
Attendance iieports the anpual and sick leave zccumulated by each
employee in accordance with "Regulations iielating to Annual and Sick
Leave of Government Employees (us amended June 26, 1946, effective
July 1, 1946; 11 F, K. 7257)n,

2. OVERTIME

a. All work in excess of 40 hours performed during one week will be
considered overtime, if authorized in advance by a responsible official
of the branch in which rerformed. Overtime for enployees in grades up
to and including the base pay of P~2 or CAF-7 will be cempensated at’
tire and a half provided such overtime is approved in advance by the

Chief, Rudget & ~+- o, Finance Division. Tor employees in prades above the
base pay of P-2 or CAr-7, compensatory time off may be allowed in accord-

ance with the provisions of Public Law 106-79th Congress.

b. Requests for the approval of overtime in grades P-2 or CAP-7 and
below will be submitted to the Chiefl, Budget Section, Finsnce Division,
in detail and in triplicate on Form J2-3, bearing the signature of the
Chief or Administrative Officer of the branch or division initiating the
request. Upon receipt of Form 32-3, the Chief, Budget Section will, if
appropridte, enter his approval, and return the duplicate and triplicate

copies to the initiating of ficer. Mo requests should be submitted to the

Budget Section for overtime to be performed by employees in grades above
P-2 or CAF-7,

)

nb.
g7
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2, QVLICTIME -~ Cont'd

¢.. Approved overtime worked by employees in Grades P-2, CAF-7 and
below will be recorded on Stundard Form 1120, Time and Attendance Report,
covering the pay period in which performed und the duplicate copy of
Form %2-3% bearing the apyroval of the Chiet, Budgel Section, will be
alttached thereto for transmittal to the Pay Roll Urit, Fiscal Section.
The triplicite copy of Form %2-3% may be retained by the initlating
‘office.

3. WIGHT DIMFERENTIAL

Fhenever an emplovee performs a tour of duty between the hours of
6:00 - p.an. and 6:00 a.m., an addition of 10% of his base pay will be
allovwed. The Time and Attendance Report, Standard Form 1130, must in-
dicate the emoloyee's tour of duty whenever a night differential is
claimed,

L. HOLIDAY PAY

Vork performed on nolidays will be comwensated for at double time.
However, in view of budget limitations, prior approval must be secured
from the Chief, Budget Section on Form 32-3, before any employee is
requested to render services on a heliday,.

5.  DISTRIBUTION OF SLLARY CHECKS

a. Salary checks will be distributed by the Pay Holl Unit, Fiscal
Section, to the payment and leave glerks of the branch, division, or
office in which the individual is employed. A list containing the
names of the employees and having spaces designated for signatures
will accompany each group of checks. The signed lists evidencing
receipt of the checks by the employees must be returned to the Pay
Roll Unit immediztely upon delivery of the checks. Undelivered checks
accompanied by a memorandum stating the reason for non-delivery must
be returned at the sume time. In those instances where un employee
is absent from work but it is known that he will return within 5 days,
the payment and leave clerk may retain the list of undelivered checks:
for the 5 day periocd.

b. Extreme care must be exercised by payment énd leave clerks to
insure that checks do not become lost or misplaced and that security
regulations are not violated.

6. TERMINAL PAY

a. Erployees who are terminated will be paid in accordance with
the "Lump Sum Payment Act." The amount of final payment will be
calculated cn the basis of information regarding the lasi working day
and the acecrued annuzl leave as shown on the personnel action termi-
nating the employee's services,

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050032-4
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6. TEENINAL PAY ~~ Cont'd

. No employse transferring out of, or beinp terminated [rom this

ho g&ﬂ%&%\'wn shall be given final cleardnce and/or final salury pay-
i ment until all monies or property thet may have been assigned. to him
i have been returned or properly accounted for. The 1'inzl clearance
! must be initiated by the employing office, cleared with the
icable branches ;’u\} fdvance, such as' Personnel, Security, Froperty CoWTrob
Xf Special 1"undap,‘ and B":{scal Sections, and be on. file in the lay
fioll Unit, Iiscal Section, before final payment is made.

aonl.
FA ‘;)

Wl

{)—"@ja,m‘\ bl e W ‘\J) ennenvinsl ’Q CAUB
y

25X1A
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TOP SECRET.  SECRET CONFIDENTIAL RESTRICTED UNGLaSSIFIED
(Sender will circle clagsification Top and Bottom)

CENTRAL INTELLIGENCE GRQUP

PERSONNEL AND ADMINISTRATIVE BRANCH
INTER-OFFICE ROUTING SLIP

FROM TO | INITIALS | LATE

EXECUTIVE FOH PERSONNEL AND ADMINISTRATION

X | DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 1 /7/‘0

CHIEF, PERSONNEL DIVISION X

CHIEF, FINANCE. DIVISION

CHIEF, SERVICES DIVISION

CHIEF, SFCURITY DIVISTON

CHIEF, PROJECTS SUPPORT DIVISION

CHIEF, GOMMUNICATIONS I IVISION

CENTRAL RECORDS

. APIRCOVAL __ INFORMATION DIRECT REPLY

— AC[TION AETURN . ___ COMMENT
.RECOMI‘J.'ENDA.'I‘I()[\I PREPARATION OF REPLY FILE

- SIGNATURE CONCURRENCE DISPATCH

RENARKS: Please review the mttached proposod &dmin. Order on e, Leave,

and Poy Regulations and refurn ne soon as poossiblo, together with

‘ ta and gugrentions, The order ma prepared
Mﬂf Hrs Saundar's m'?rm. F 4

ReTecrnit Y5 Gprrved Loy ”@"&"7_

TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFII
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BTANDANDFOrAi;\d l!?-}"‘ :
- O]ﬁ? Memorandum - vwitep STATES GOVERNMENT

TO ' Deputy Executive for Personnel & Administration DPATE: 30 Ogtober 1946

FROM . : ghief, Finance Division

SUBJECT: Proposed Procedure Issuances

' 1. There are transmitted herewith the original and one copy

i of proposed Administrative Orders entitled "Travel Instructions for

: Vouchered Civilian Employees" and "Time, Leave, and Pay Regulations",
These instructions were developed by the Procedures Unit and have been
clear ed with the Seotions concerned, and we believe they are ready for
issusnce in their present form.

2. Will you kindly review these instructions and if You oconsider
~ them satisfactory plesse release.
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RESTRICTEL

CENTRAL INTELLIGENCE GROUP

CIC ADMINISTRATIVE ORDER NO....

TIME, LEAVE, AND PAY REGULATIONS

1. TIME AND ATTENDANGE REPORTS

4. It is required that Time and Attendance Reports for each civilian
employee be maintained by each branch, division, or office thereof, on
Standard Form No. 1130. There must be entered on Standard Form 1130
the number of hours in pay 9tatus, and the annual leave, sick leave, or
leave without pay chargeable for each 1l day pay period. These reports
mist be forwarded to the Pay Roll Unit, Fiseal Section not later than
4130 p.m, on the Nonday following the close of each 1, day pay period,

be. Form 71, Application for Leave, must be secured and transmitied
with Time and Attendance Reports for all annmual leave in excess of 12 days
or when the leave extends from one reporting period to the next. When
sick leave covers a period in excess of thrue days, a certificate of a
physician or practitioner will bhe furnished. vhen sick leave covers a
visit to a physician, dentist, osulist, ete., the time of the visit and
the name and address of the doctor should be furnished by the employee
on Form 71 or in a statement to be attached to Form 11%0, fThe leave
clerk in the Pay Roll Unit, Fiscal Section, will post to the Time and
Attendance lieports the annual and sick loave accumulated by each
employee in accordance with "Regulations Relating to Annual and Sick
Leave of Government Employees (as amended June 26, 1946, offective
July 1, 19463 11 F. R. 7257)n,

2. OVERTIME

&. All work in excess of LO hours performed during one week will be
considered overtime, if authorized in advance by a responsible official
of the branch in which performed. Overtime for employees in grades up
to and including the base pay of P=2 or CAF-T7 will be compensated at
time and a half provided such overtime is approved in advance by the

Chief, Budget Section, Finance Division. Tor employees in prades above the

base pay of P-2 or CAF=7, compensatory time off may be alloved in accord-
ance with the provisions of Public Law 106~-79th Congress,

b. Requests for the approval of overtime in grades P-2 or CAF-7 and
below will be submitted to the Chief, Budget Section, Finance Division,
in detail and in triplicate on Form 32<3, bearing the signature of the
Chief or Administrative Officer of the branch or division initiating the
request. Upon receipt of Form 32~3, the Chief, Budget Section will, if
appropriate, enter his approval, and return the duplicate and triplicate
coples to the initiating officer. No requests should be submitted to the
Budget Section for overtime to be performed by employees in grades above
P-2 or CAF-7,
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2. QVERTIME -~ Cont'd

¢« Approved overtime worked by employees in Qrades -2, CAF-7 snd
below will be recorded on Stundard Form 1130, Time and Attendance Report,
covering the pay period in which performed and the duplicate copy of
Form 32~3 bearing the approval of the Chief, Budget Sectlon, will be
attached thereto for transmittal to the Pay Roll Unit, Fiscal Section.
The triplicste copy of Form 32-3 may be retained by the initiating
office,

3. WIGHT DIFFERENTIAL

Whenever an emploves performe a tour of duty between the hours of
6500 p.m. and 6:00 a.m., an addition of 108 of his base pay will be
#lloved., The Time and Attendance Report, Standard Form 1130, must in~
dicate the employee's tour of duty whenoever a night differentisl ie
claimed,

L. HOLIDAY PhY

Work performed on holidays will be compenéuted for at double time.
However, in view of budget limitations, prior approval must be secured
from the Chief, Budget Section on Form 323, before any employee is
requested to render services on a holiday.

5. DISTRIBUTION OF SALARY CHECKS

8. Salary checks will be distributed by the Pay Roll Unlt, Fiscal
Section, to the puyment and leave clerks of the brunch, division, or
office in which the individual is employed. A list nontaining the
nemes of the employees and having spaces designated for signutures
will accompany each group of checks. The signed lists evidencing
receipt of the chscks by the employees must be returned to the Puy
Roll Unit immediately upon delivery of the checks. Undelivered checks
accompanied by a memorandum stating the reason for non-delivery must
be returned at the same time. In those instances where an employee
is absent from work but it is known that he will return within 5 days,
the payment and leave clerk may retain the list of undelivered checks,
for the 5 day period.

b. Ixtreme care must be exercised by payment and leave clerks to
insure that checks do not become lost or misplaced and that security
regulations are not violated.

6. TERMINAL PAY

a. Employess who are terminated will be paid in accordance with
the "Lump Sum Payment Act." The amount of final payment will be
calculated on the basis of information regarding the last working day
&nd the accrued annual leave as shown on the peraonnel action termi-
nating the employee's services,
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6. TERMINAL PAY — Cont'd \

b. Ho employee transferring out of, or being terminated from this

~ organization shall be given final clearance and/or final salary pay-
ment until all monies or property that may have been asaigned to him
have been returned or properly accounted for. The final clearance
form must be initiated by the employing office, cleared with the
applicable branches in advance, such as Personnel, Security, Property
Board, Special Funds, and Fiscal Sections, and be on file in the Pay )
Roll Unit, Fiscal Section, before final payment is made.

sl
Shtrs
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CRNTRAL INIPLLIGENGE GROUP

C. I. G, ADIINISTRATIVE gxnm-

TIIME, LEAVE AND PAY REGULATIONS

1. ITE AND_ATTENDANCE REPORTS

a. It is required that Time and Attendance Reports for each civilian em-
~Toree be maintained by each branch, division, or section, on Standard Form
W, 1130, There must be entered on Stondard Form 1130 the numbrr of hours in
A

pess ghatug, and the annmual leave, sick leave, or leave vitloul puy chargsable

for each 1L day pay period, These reports must be forwarded to the Pay Roll

fini.b, Fiscel Section not later than 4:30 p.m. on the Monday following the

cluge of each 1l day pay peried.

b, TForm 71, Application for Leave, must be secured and transmitted with
Time and Attendance Reports for all annual leave in access of 12 days or when
the leave extends from one reporting period to the next. When sick leave
covers a period in excess of three days, a certificate of a physician or prac-
titioner will be furnished. When sick leave covers a visit to a physician,
dontist, oculist, etc., the time of the visit and the name and address of the
doctor shonld be furnished by the employee on Form 71 or in a statement to be
attached to Form 1130, The leave clerk in the Pay Roll Unit, Fiscal Sccticn,
will post to the Time and Attendance Reports the anmual and sick leave accumi-
lated by each erployee in accordance wibth "Regulations Relating to Annual and
Si.k Leave of Government Dmployees (as amended June 26, 1946, effective July 1,
19465 11 F. R. 7257)%,

2, OENITME

a. ALl work in excess of LO hours performed during one week will be con~
sidered overtim:, if authorized in advance by a resnonsible official of the
branch in which performed. Overtime for employees in grades up to and in-
cluding the base pay of P-2 or CAF-7 will be compensated at time and a half
provided such overtime is approved in advance by the Chief, Budgeét! Section,
Finance Division. For employecs in grades above the base pay of P-2 or CAF-T7,
compensatory time off may be allowed in accordance with the provisions of

Pubiic Law 106-79th Congress.
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% VEH Requests for the approval of overtime in grades P-2 or CAP-7 and below
will be submitted to the Chief, Dudiet Scctlon, Iinance Division, in detail

: and in triplicate on Form 32-3, buaring the signature of the Chief or Admini-
i strative Officer of the branch or division initiating the roquest. Upon re-
ceipt of Form 32-3, the Chief, Budget Section will, if appropriate, enter his
?vp}ovul, and return the duplicate and triplicate copies to the initiating
“olicer, WNo requests should be submitted to the Budget Section for overtime
e v nerformed by employees in grades above P-2 or CAFP~7.

c. Approved overtime worked by employces in Grades P-2, GiF-7 and below

will be recorded on Standard Form 1130, Time and Attendance Report, covering
the pay period in which performed and the duplicate copy of Form 32-3 bearing
the approval of the Chicf, Budget Scetion, will be attached thercto For trang-
4 mittal to the Pay Roll Unit, Fiscal Section. Tho triplicate copy of Form 32-3
may be retained by the initiating office,
3. NIGHT DIT/EREITIAL

Whenever an employee performs a tour of duty between the hours of 6:00 p.m.
and 6:00 a.m., an addition of 103 of his base pay will bzs allowed. The Time
i and Attendonce Report, Standard Form 1120, must indicate the cmployec s tour
% of duty whenever a night differential is claimed,
| he  HOTDAY PAY

Work performed on holidays will be compensated for at double time. How—
i ever, in view of budget limitations, prior approval must be secured from the
Thier, Budget Scction on Form 32--3, before any enployce is requested to render

{ frrvices on a holidoy.

2. &nlary checks will be distribubed by the Pay Roll Unit, Fiscal Scction,
50 the vayment and leawve clerks of the branch, division, or office in which
bhe individual is employed. 4 list containing the nancs of the employces and
heving spaces designated for signatures will accompany ecach group of checks.
The signed lists evidencing receipt of the checks by the employces must be .re-
turncd to the Pay Roll Unit immédiately upon ¢elivery of the checks., Undelivered
; chercks accompanied by a memorandum stating the reason for non-delivery must be
returncd at the same time, In those instances wherc an employee is absent
from work but it is known that he will return within 5 déys, the payment and

leave clerk may retain the list of wndelivered checks for the 5 day period.
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5. DISIRIBUTION OF SiL.RY CHICKS - Cont'd

be Extrome care must bo excreised by payment and leave clerks to insure
that cheeks do not bocome l‘ost or misplaced and that security regulations arc
not violated.
6, LyZIHAL, Pay

a, Employces who arc terminated will be paid in accordance with the i [iamp
I Poyment Act " The amount of final payment will be calculated on the basis
28 information regarding tho last working day and the acerucd annual leave as
g000 on the personncl action terminating the employee!s scrvices.,

be HNo cmployce transforring out of, or being terminated from this agency
shall be given final clearance and/or final salary payment until all monics
or property that may have been assipned to him have bécn returned or properly
accounted for. The final clearance form, obtainable in the Personncl Division,
mist be initiated by the employing office, cleared with the applicable branches
in advance, such as Personnul, Sccurity, Property Control Section, Special
Funds Division, and Fiscal Scctions, and be on file in the Pay Roll Unit,

Fiscal Scction, before final payment is made.

25X1A

Colonel, CiC
Ixecutive for Peorsonnel
and ‘dministretion
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ILLEGIB

INTRAOFIICE RISpORANDUN 7 February 1947

Paragraph 2 of CIG Administrative Order ] concerning over-

time 1s presented below,

as well as vouchered funds.

"2, QVERTIME
a, ALl work in excess of L0 hours performed

during one week will be considered overtime, if authorized
in advance by a responsible official of the branch in which
perfomed. Overtime for employees in grades up to and in-
ciuding the base pay of P-2 or CAF-7 will be compensated
at time and a half provided such overtime is approved in ad-
vance by the Chief, Budget Section, Finance Division. TFor
employees in grades above the base pay of P-2 or CAF-7, com-
pensatory time of't may be allowed in accordance with the
provisions of Public Law 106~79th Congress.

b, Requests for the approval of overtime in grades
P-2 or CAF-7 and below will be submitted to the Chief, Budget
Section, Finance Division, in detail and in triplicate on
Form 32-3, bearing the signature of the Chief or Administra-
vive Officer of the branch or division initiating the request.
Upon receipt of Form 32-3, the Chief, Budget Section wilil, if
appropriate, enter his approval, and return the duplicate and
triplicate copies to the initiating officer. HNo reqguests
should be submitted to the Budget Section for overtime to be
perfomed by employees in grades above F-2 or CAF-T.

C¢. Approved overtime worked by employees in CRades
P-2, CAI‘-{ and below will be recorded on Standard Form 1130,
Time and Attendance Report, covering the pay period in which
performed and the duplicate copy of Form 32-3 bearing the
approval of the Chief, Budget Section, will be attached there-
to for transmittal to the Pay Roll Unit, fiscal Section., The
triplicate copy of Form 32-3 may be retained by the initiating
office.,m

This policy applics to personnel paid from unvouchered funds

STATINTL

However, the Chief, Budget Section, linance,

Division, with the concurrence of the Office of the General Counsel, has
authorized the Chief or Deputy Chief of the Special Funds Section to
approve overtime in his behalf for personnel who are paid from unvouchered

funds.
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The forms and procedures prescribed in the above quoted para-
graph 2 will be followed, but such forms should clearly designate
that the employee is paid from unvouchered funds and form should be
forwarded by the initiating unit directly to Special funds.

ALl persomel wiil please study these rrocedures and their
relationship, if any, to their particular dubies. Any uncertainties
regarding the procedures and the responsibilities of the Payroll
Section, Registry or Certifying Officers, should be brovght to the
attention of the wndersigned promptly so that they can be verified,

STATINTL

1efl, Special Tunds
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